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Intelligence Mfficer, GS-11 Ingunbonbs
Assistamt to the Chief 25X1A%a
end Assistant Intelligence Contro} Officer
Beports Division (D/R), O/BR
Offiee eﬁ‘ the Chief
4s Agsistent to the Chief, /R, eots as mmatxw officer of the Division,
represonting the Chief, D/R, in a variety of matters, both internally in the
Division end externally in relsbion to other Divisions of O/RE; in eontects
with IAC sgencies ‘ami other Government agenclesy and in gemeral supervisioen
of junfor personmel in the Tivision, training them in procedures and techniques,
Bereens all incoming mﬁeriai { documents, memorands, reports, cstimates,
#%0.) and brings significent matters to the attention of the Chief, and whene
aver posuible, ects independently and arrenges for nscessary astion or further
routing wilthin the Divislon. Effects an sconomy of time for Chisf by mairking
Ffor his abtention sipnificent intelligenoe data that are received,
Inforpation officer for all publicetions of OFE amd O/RR. This requires
& familierity with all reports published by ORE wp to 1%s revrganizetion and
with those published since that time by O/RR, ms well as broad evperience with
mberials and knowledge of organigation. D/R is the depository of the most
complete file of ORE and G/RR issumnces and as such is the focal point of

regearch fnvolving such materiala.

Compiles with « nﬁzﬁm of supervialon spesial reports and corposes
zemoranda, for Chief's signature.

Hendles special projects for Chief such as miscellansous resesrch snd
aoepllation of statistlics.

This position, as Assistant to the Chlef, D/R, requires a wide knowledge
af the organisation of CIA and of O/RR in particular, a knowledgs of the
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functions »f the vartous “ivisions within O/RR, snd e faniiisriiy with their
sctivities, ss well as & ‘nowledge of current events and intern#tlam& affairs.
I% demands wide mn{.mbs in CI4 and in tim IAC sgenvies in expediting the
fulfillment of numerous requosts roceived by D/R. Such combacts require
meturity of judgement, tact, and caﬁaacity to make quick end independent

decislonn,..

-As Assistent Intelligenae Comtrol Officer, under genmersl dircction of
Chief, Project Initiation end Control Branch, essists in %he initiation of
projects, setling up terms of reference, and in the contrel and finsl dis-
suination of projects.

Serves as J/HR liaison to receive requests for inbelligence support
desired by O/P¢, with vesponsibility for obtaining s clear reguiremeni; for
determining, with ths advice of the producing components, O/RR, whether the
roquestod information cam be or should be supplied by O/RE; for dotermining
the Division of prime responsibility and negotiabting with the Division o
aocept the requiremsnty Por fixing feanible desdlines for producing replies to
guch reguirements; acd for supplying the Division with all gaitimut infonmbion ’
regarding the requirenents ’tmfoug;h 8 Project Initiation Sheat; Then direct
conbact with the requesber is desired by the producing Division, i

nounbent
srranges such meotings. Incumbent slso personally setisfies all reguirements
poasible through reference to roports already published.

Insunbent follows up on the status of completion of sush projects, has
replics transmitted to O/PC, mainteins necessary records, emd supplies a
monthly sumeary on reperting to 9/PC for the attention of the AD/RR.

Assigts in the processing of other requests for intelligence reporis,
pobéing up terms of roferance, outliniug scope and problem, metting deadlines,
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espeelally in the sase of XP's ( vigeollansous Projects)s

Ts asgoocioted with the Intelligence Contral Ufficer as the focal poiu‘&
in 13/3 fcr meint tennuos of ourrent control records on all reporis under prow
duetion and answors 211 quessions relative to the stabus of reportc.

Is regponsible for prmmlﬂating the cj‘ﬂﬁ I@an‘&h}.y: Status E%ﬁporb for tha-}
sﬁmca nf IAC and othera as Ho produchion underway in 9/RR end its stage of
m&yi&tim. In 43115,5 gonneot inn, analyzes mnﬁzly reports from the various
mﬁﬁibm of /R in ordor to exz:msb .,ni‘mmtion camaminb projects plammed
or under woy. In addition, works up the gtabistical summary to t?us ropord,
atowing the number of reports pach Uivision les somplated for the mnth and
ginse thw %ag,i;ﬁx;’l.ng of the yesrs | |

Bathers together the information m& preperas the w@kﬁy progreas report
far D/t for the information of the AD/RR enéd the Division Chiefs. |

Ws spscisl reports on the status of projects &s required.

Performs liaison with the office of AD/RR and with o/tD on dissemination
i‘?ﬂﬁ&ﬂﬁm

sssists the Chief, Review snd Publicstions Breuch, im the editing of

poports, glvirg sdvice as to formet, style, prinbing problems, ebto.
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